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APPLICATION FOR RECORDS RETENTION SCHEDULE A T Y O STATE
. I ’ ' RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Poblication No. 76—RM-—1 for instructions on completing this form. Forward signed original to
Dapartment of Archives and History, Records Management Dmsnon 330 Capitoi Avenue, Atlanta, Georgis, 30334,

Attention: Sohoduling Section. S

Ms, Audrey Lane Chief Licensing Services Unit

FOR AGENCY USE | 1. Agency Address FOR RECORDS MANAGEMENT use
Application Dete ' Georgia Department of Human Resources Application Number
September 13, 1977 | Commissioner - Office of Regulatory Ser- Z Z & LS ﬂ!" ’77 u"'
Application Number vices - Licensing Services Unit ~ [Dare Recaived Dew Completed
| oER-162 - ff{aﬁggfeg‘i‘f L§3§ og e Mo Br oo |SEP 144gp | DEC 121977
2. Person to Contact x Wofkmg Title ' Telephone Number '
894 -5688 ,

3. Action Requasted

a. [ Estabush Retantion Sohodulo record wlll continue to accumulats. 7 attached R ;
' b. (3 Dispose of present accumulstion; no further accumulstion anticipated. - o
& O Amend Agplication NO. see . _ Check One: [] Chsnge; [ Supercede: O Void e
4. Datesof Series S. Records Series Title (followed by title used in office; if different) - . o 3

| Earliest  ~ Latest ' ; " ) o ,_ S
1 'sep attached listing ' . :

8. Division and Ofﬂoo Function

OfEice of Regulntory Services has the responsibility to provide for the supervision ‘and management of the
Pepartment 8 regulatory and quality control functions including mwedical care facilities, laborator ry facili-
‘ties and child-caring and child-placing agencies and facilities; to fnsure objectivity in these activities:
‘to facilitate communication -and coordination; to enhance the Department’s ability to develop policy on

: 5regula‘.:or],r activities and move to a standardized approach to enforcement; to facilitate the development of

i interpretive guldelines and a consistent approach to interpratation of regulations; and to provide a uwchaninm
: to assist in the development of plans for future regulatory/quality assurance functions where needed.

What is the function of the Dmsaon and the Offuoe in which thu record series is oruteo‘? a

iLicensing Services Unit is responsible for the lfcensing pervice program for all child-caring and child-placing
fagoncies and facilitfes {n the State; for establishing, interpreting, and implementing policies and procedures”
li.nclud:f.ng minimum requirements for the licensing of such agencies; for supervising staff that works with mors
ithan 1500 licensed agencies serving approximately 100,000 children; for working with comuittees, courts, other.

; departmenta, and individuals in the enforcement of l:ho Licensing law; and for preparing propoaah and appli-

: cations for Federal funda m program arean. . o

12 Hooord Sorin Description Thns file contains the followmg documents (mcluo'c form numbers and titles, if any):

: - Amohsamplasofthofu . O D
Oocuments relating to: L see attached 1lst1ng g
Included are:

File is arranged: ,. < L N, : - o _

8. Monthiy Refersnce Rate - How often are. rooords roferred to wh:ch are:

Thartm to twontv four months old

One to six months oid ; Sevan to twefvo months old
Qﬂntv -five months and oider ? s .

i
9. Annuol Rate of Aowmuladon of Howfda . PR
; Other (spacify)

* Letter-size arawers Lngnl-sm drawers™ & _» ; Shalves

AR=50=71; Mev, 18

aa



'~
- » . . b

| NnO | 10, O 10 Mon_mm - ~ (Place an **X" in the proper columa) _ _ s
. I8 this tha officiai copy of the saries? ' . .
If not where isjt? . - Central Child Care Licens ing Office i _
b. Does the series contain confidentia! information requiring security handling? If yes, cite law or regulation. -

g;gr”

¢ s this a vital record? -
d Does this series have historical or Iong__ term research value?
. When one or two documents in the file make it necessary to keep the entire fila for a Iong pmod could these

Wﬂﬂuﬂm&m

A | mmmmmmmwmm_mmm SORY.

g. ls the information contained in this uries mr ana(vnd andlor ncorded ina summarized report?
if ves, attach copv,

: h. Is thers a duplication of this series in your ofﬂce.orm anather office or 7 _
X "m‘;_ District Offlge dnd Child Care Llceng%.enéyWorker/Consu1tant -

X L J-misammﬂmmmmummmmm :

e | ¢ P %

"

1. Rcumlon Requirsments The following requires the smatobekept ’

s. State Law il _yers. . d]Auditperiod ' ‘ - vears.
- b. Statute of limitation IN—— T 8 s, Administrative need _ — __.years.
& Federal law 7 i _years.. f. Federal retention instructions SN

Attach copy or excert of laws o requlstions. Explain sdministrativeneed. . .. . . _

see attached listing

1a. Approved Disposition Instructions - Thns agency recommends that tha file series be cut off at the end of uch:
' ‘ . {3 Calendar Year: {1 Fiscal Year; O Other .. _ : then,

G Mold in the current files ares —__month(s) year(s); then
{3 Transter to local holding area; hold _.;..._...-._vtar(s}: then

O Transfer to State Rccnrds Canter; hold year(s); then

Q Destroy. :

Q Transfer to State Archives for p.fmanant retention.

Q Othor (Specity) '

see attached listing

A ) o ‘ i

These instructions apply to all prior and future accumulations of the series,

,@«47 e |15)17 | Elabotu

State Records Committes /Signaturs) Date

| Agency Head/Designes _(Signaturs) ~_Date | Records Management Officar gmtmﬂ Date

Recommwndations in para- R B
graph 12 are spproved. State Ayditor/Designee

(1t disspproved, attach letter
of explanation.) Soadﬁ//gmel Designee

, Tlestt |3,
Attorney s.L.uuo.s.qm 4 f év/? VLQW{,QM 121277

AR AwTTe , tmuswo) - — _

———— —_— e B S T AL




Appl.
No.

77- 465

_Application for Regords Retention Schedule

ﬁ/éhild Care Licensing Services

Description
CHILD PLACING AGENCY LICENSING

FILES - Documents relating to '

licensing facilities to operate

‘as an agency for placing chil- -
dren for adoption or in foster

care. Included are: mnarrative
reports as to findings upon
annual inspection of facility
and records for licensing re-
view; and, where applicable,
recommendations for improve-
ment; letter notifying in-
stitution that certificate
has been issued; and related
correspondence. The file is
arranged alphabetically by
name of facility.

Disposition

Active Files
Child Care Licensing
HWorker/ Consultant
District Office '

State Central Child Care
Licensing Office

_then destroy.

Cut off file scries at ead 6f
each calendar year; hold in
current files area 2 years;

i g

Exception:
transfer to State Archives

for permanent retention:
all papers for years ending
in 9 . [

[P

Should facility license be
terminated for any reason:

' Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current licensing
summary statements, fire and
health inspections, memos,
notes from drop-in visits,
measurements and blueprints,
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care
Licensing Office; destroy
all other papers.

District Office

Upon termination of license
for particular facility,
destroy all papers pertaining
to that operation.

State Central Child Care
Licensing Office

Upon receipt of records from
Worker/Consultant, combine
all papers, removing dupli-
cations; place file contain-
ing combined papers in inactive
file; cut off inactive file
series at end of each calendar
year; hold in current files
area 2 years; transfer to
State Records Center; hold
3 years; then destroy.
Exception:
transfer to State Archives
for perwanent retention:
all papers for years ending
in _9 .
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Application for Records Retention Schedule

Child Care Licensing Services

Appl.
No.

77- b

Description

MATERNITY HOME LICENSING FILES -
Documents nelating to licensing

facilities to operate as a

Maternity Home. 1Included are:
narrative reports as to findings

‘upon annual inspection of the

facility and records for licens-
ing review; and, where appli-

_cable, recommendations for im-

provement; letter notifying
institution that certificate has
been issued; and related corre-
spondence. The file is arranged
alphabetically by name of facil-
ity.

Disposition

" Active Files

Child Care Licensing
Worker/ Consultant

District Office

State Central Child Care
Licensing Office

Cut off file series at end of
each calendar year; hold in
current files area 3 years;
then destroy. . -
Exception:
transfer to State Archives
for permanent retention:
all papers for years ending
in 3'. .

Should facility license be
terminated for any reason:

Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current licensing
summary statements, fire and
health inspections, memos,
notes from drop-in visits,
measurements and blueprints,
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care
Licensing Office; destroy
all other papers.

District Office

Upon termination of license
for particular facility,
destroy all papers pertaining
to that operation.

State Central Child Care
Licensing Office

Upon receipt of records from
Worker/Consultant, combine
all papers, removing dupli-
cations; place file contain-
ing combined papers in inactive
file; cut off inactive file
series at end of each calendar
year; hold in current files
area 3 years; then destroy.
Exception:
transfer to State Archives
for permanent retention:
all papers for years ending
in _3 .
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1 Application for Records Retention Schedule

Child Care Licensing Services

Appl.
No.

T1- 47

Description

CHILD CARING INSTITUTION
LICENSING FILES - Documents
relating to licensing facil-
ities to operate as a Child
Caring Institution (for dis-
turbed children). Included
are: mnarrative reports as
to findings upon annual in-
spection of the facility

and records for licensing
review: and, where appli-
cable, recommendations for
improvement; letter noti-
fying institution that cer-
tificate has been issued;
and related correspondence.
The file is arranged al-
phabetically by name of
facility.

Disposition

Active Files

3

Child Care Licensing
Worker/ Consultant -

District Office

State Central Child Care
Licensing Office

Cut off file series at end of T
each calendar year; hold in - -
current files area 3 years;
then destroy. . -
Exception: - :
transfer to State Archives
for permanent retention:
all papers for years through
1950; therecafter, all papers
for years ending in _O . :

Should facility license be
terminated for any reason:

" Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current liceasing
summary statements, fire and
health inspections, memos,
notes from drop—in visits, -
measurements and blueprints,
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care

- Licensing Office; destroy
all other papers.

District Office

Upon termination of license
for particular facility,
destroy all papers pertaining
to that operation.

State Central Child Care
Licensing Office

Upon receipt of records from
Worker/Consultant, combine
all papers, removing dupli-
cations; place file contain-
ing combined papers in inactive
file; cut off inactive file
series at end of each calendar
year; hold in current files
area 3 years; then destroy.
Exception:
transfer to State Archives
for permanent retention:
g1l papers for years through
1950; thereafter, all papers
for years ending in O .




Qg#lication for Recbrds Rétention Schedule

Child Care Licensing Services

Appl.
Ro.

T7- 48

Descripéion

FAMILY DAY CARE HOMES REGIS-
TRATION LICENSING FILES -~ Doc-
uments relatlng to 11censing
facilities to operate as a
Family Day Care Home. In-
cluded are: form DCS/SSS(1)
-9 (Application for License)
which shows name and address
of applicant, number of per-
sons receiving care, age
range of persons receiving
care, hours in which care is
given, number of staff, de-
scription of services offered
description of physical facil-
ities; and signature of ap-

‘plicant; and form DCS/SSS(1)

~38 (Rev. 3-75) (Memorandum of
Visit) which shows name of in-
vestigator, name and address

of facility; purpose of visit;
findings (number of children
and number of staff), whether
or not care is adequate, action
taken or to be taken, and other
remarks. The file is arranged
alphabetically by name of home.

Disposition

" Active Files

Child Care Licensing
Worker/ Consultant

District Office

State Central Child Care
Licensing Office

Cut off file series at end of
each calendar year; held in .
current files area 3 years; -
then destroy.
Exception: :
transfer to State Archives
for permanent retentiont
all papers for 1979; and
thercafter, all papers for .
years ending in _9 . :

Should facility license be
terminated for any reason:

Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current licensing
summary statements, fire and
health inspections, memos, '
notes from drop-in visits,
measurements and blueprints,
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care
Licensing Office; destrey
all other papers.

District Office

Upon termination of license
for particular facility,
destroy all papers pertaining
to that cperation.

State Central Child Care
Licensing Office

Upon receipt of records from
Worker/Consultant, combine "
all papers, removing dupli-
cations; place file contain-
ing combined papers in inactive
file; cut off inactive file
series at end of each calendar
year; hold in current files
area 3 years; then destroy.
Exception:
transfer to State Archives
for permanent retention:
all papers for 1979; and
thercafter, all papers for
years ending in _9 .




-

v Application for Récords Retention Schedule
L3 -

Child Care Licensing Services

Appl.
No.

— e et

17 469

ing to licensing facilities

Description

GROUP DAY CARE CENTER LICEN-
SING FILES - Documents relat-
for day care services. In-
cluded are: form DCS/SSS(1)
-10 (Application for License)
which shows name and address

of facility, number of persons
receiving care, hours in which
care is given, number of staff,
description of services offered
and hours of operation, descrip-

tion of physical facilities, and’

signatures of officials of the
Governing Board and Proprietor;
notification that license has
been issued for given period of
time; Relicensing Summary and
Recommendations (a report as to
what has been accomplished and
what needs to be done in order
to fulfill requirements for
relicensing); reports of in-
vegtigation in response to com-
plaints; form DCS/SSS(1)-22
(Licensing Record) shows fa-—
c¢ility name and number, county,
date of application, date of
inspection for food service,
fire safety, license, type of
license, capacity, and worker
on duty; DCS/SSS(1)-38 (Mem-
orandum of Visit) shows name of
DHR worker, date of visit, name
and address of facility, name of
person contacted, purpose of
visit, findings as to number of
children, number of staff,
whether or not child/staff ra-
tios are adequate and in ac~
cordance with licensing require-
ments, and notations as to what
is needed to meet requirements
for safety at the facility; and
related correspondence. The
file is arranged alphabetically -
by name of facility.

. Disposition
Active Files

Child Care Licensing
Worker/ Consultant

District Office

State Central Child Care
Licensing Office

Cut off file series at end of
each calendar year; hold in '
current files area 3 years;
- then destroy.
Exception:
transfer to State Archives
for permanent retention:
all papers for years ending
in 3 .

-

Should facility license be
terminated for amy reason:

Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current licensing
summary statements, fire and
health inspections, memos, -
notes from drop-in visits,
measurements and blueprints,
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care
Licensing Office; destroy
all other papers.

District Office

Upon termination of license
for particular facility,
destroy all papers pertaining
to that operation.

State Central Child Care
Licensing Office

Upon recelpt of records from
Worker/Consultant, combine Co
all papers, removing dupli-
cations; place file contain-
ing combined papers in inactive
file; cut off inactive file
series at end of edch calendar
year; hold in current files
area 3 years; then destroy.
Exception:
transfer to State Archives
for permanent retention:
all papers for years ending
in _3_.
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-

Application for Records Retention Schedule

Child Care Licensing Services

Appl.
No.

T7- 470

Descrigtion

CHILD GROUP HOMES LICENSING
FILES - Documents relating
to licensing facilities to

‘operate as a group home

(for youth who have the po-
tential for’ success in com~
munity-based programs, but
who are unable to live with
parents, relatives, foster
homes, etc. ) Included are:
narrative reports as to find-
ings upon annual inspection
of the facility and records
for 1icensing review; and,
where applicable, recommenda-
tions for improvement; letter
notifying institution:that
certificate has been issued;
and related correspondence.
The file is arranged alpha-
betically by name of facility.

Dispositiou
* Active Files

Child Care Licensing
Worker/ Consultant
District Office

State Central Child Care
Licensing\Office

Cut off file series at end of r
each calendar year; hold in
current files area 3 years;
then destroy. . -~
Exception:
transfer to State Archives
for permanent retention:
all papers for years ending
in _4 .

Should facility licenss be
terminated for any reason:

Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current licensing
summary statements, fire and
health inspections, memos,
notes from drop—in visits,
measurements and blueprints,
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care
Licensing Office; destroy
all other papers.

District Office

Upon termination of license
for particular facility,
destroy all papers pertaining
to that operation.

State Central Child Care
Licensing Office

Upon receipt of records from
Worker/Consultant, combine -
all papers, removing dupli-
cations; place file contain-
ing combined papers in inactive
file; cut off inactive file
series at end of each calendar
year; hold in current files
area 3 years; then destroy.
Exception:
transfer to State Archives
for permanent reteation:
all papers for years ending
in _4 .




Application for Records. Retention Schedule

R W

. éhild Care Licensing Services
Appl. )
No. . Description

REGIQNAL YOUTH DEVELOPMENT
CENTER LICENSING FILES - Doc-
‘uments relating to licensing
facilities to operate as de-
tention centers for children
and youth who are awaiting
juvenile hearings in court

.or transfer to another agency.
Included are: narrative re-
ports as to fmdings upon
annual ianspection of the
facility, personnel and

client records for licensing
review and interim drop-in
visits; and, where applicable,
recommendations for improve-
ment; letter notifying insti-.
tution that certificate has’
been issued;

T7-47|

Disposition

Active Files

Child Care Licensing
Worker/ Consultant

District Office

State Central Child Care
Licensinngffice L.

Cut off file series at end of
each calendar year; hold in .
current files area 3 years; A
then destroy. -
Exception:

transfer to State Archives

for permanent retention:

all papers for years ending

in _L.

1

Should facility license be
terninated for any reason:

" Child Care Licensing
Worker / Consultant

Upon termination of license
for a particular facility,
remove current licensing
summary statements, fire and
health inspections, memos,
notes from drop-in visits,
measurements and blueprints.
letters, self-study, and
application for license;
transfer above-listed papers
to State Central Child Care
Licensing Office; destroy
all other papers. .

District Office

Upon termination of license
for particular facilicy,
destroy all papers pertaining
to that operation.

State Central Child Care
Licensing Office

Upon receipt of records from
Worker/Consultant, combine
all papers, removing dupli-
cations; place file contain-
ing combined papers in fnactive
file; cut off inactive file
series at end of each calendar
year; hold in current files
area 3 years; then destroy.
Exception:
transfer to State Archives
for permanent retention:
all papers for years ending
in 3 .




